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CONTACT US

Document Comments:
We value your feedback on this document.

How are we doing? The Communications & Documentation Team of the electronic Research
Administration (eRA) is dedicated to serving our community and welcomes your feedback to assist
us in improving our user guides. Please send comments about the user guide to this

address: eRA Communications@mail.nih.gov.

Troubleshooting support:

Please contact the eRA Service Desk:
Toll-free: 1-866-504-9552

Phone: 301-402-7469
TTY:301-451-5939

Web: https://grants.nih.gov/support (Preferred method of contact)

Email: commons@od.nih.gov (for Commons Support)

Email: helpdesk@od.nih.gov (for IMPAC II Support)

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

DISCLAIMER STATEMENT

No data shown in illustrations represents any real account, project, or individual. Any resemblance
to actual accounts, projects, or individuals is purely coincidental.

Contact Us/Disclaimer 2 August 22,2017


mailto:eRACommunications@mail.nih.gov?subject=Feedback
https://grants.nih.gov/support
mailto:commons@od.nih.gov
mailto:helpdesk@od.nih.gov

Personal Profile Module User Guide

DOCUMENT HISTORY

7/19/13 gOSrgrgons 1.0.0 Initial release eRA Communications
Commons Updated: Publications,
1/31/14 1.1.0 Education, and eRA Communications
3.11.0.7 ) .
Reviewer sections
Updated to reflect
Commons changes made during L
2/5/2015 318013 1.2.0 the January 2015 eRA Communications
quarterly release
Changed Personal
Profile - Education
Commons section to update —
08/22/2017 33107 1.21 "Residency” to "Post- eRA Communications
Graduate Clinical
Training"

The most current version of this document will be available on the eRA website: http://era.nih.gov.

Document History

August 22, 2017



https://era.nih.gov/files/Commons_3.18.0.13_RNs_20150130.pdf
https://era.nih.gov/files/Commons_3.18.0.13_RNs_20150130.pdf
http://era.nih.gov/

Personal Profile Module User Guide

TABLE OF CONTENTS

1 eRA Commons Personal Profile Module ... ... ... ... 1
1.1 Selecting a Profile to Edit ... ... 1
1.2 Personal Profile Summary ... ... 2
1.2.1 Dashboard ... ... . 3
1.2.2 Main SeCtiON ... .. ... 4
1.2.3 Personal Profile Online Help ... . ... 6

1.3 What's the Difference Between View and Edit? ... ... ... ... ... 7
1.3.1 Viewing the Information in Your Profile ... .. . . . . ... .. ... .. ... 7
1.3.2 Editing the Information in Your Profile ... ... ... . . ... 8

2 Name and ID 11
2.1 Viewing Name and ID ... . .. 11
2.2 Editing Name and ID ... . 12

3 Demographics ... 16
3.1 Viewing Demographics ... ... ... 16
3.2 Edit Demographics ... ... . .. 17

4 EmMPloyment L 20
4.1 View Employment .. L 20
4.2 Edit Employment .. 21
4.2.1 Current JObS ... 22
4.2 PastJobS 23

4.3 Updating Your Current JOb(S) ... ... ... . 23
4.3.1 Adding a CurrentJob ... . 23
4.3.2 Editinga Current Job ... ... 26
4.3.3 Performing a Quick Update fora CurrentJob ... ... ... 30
4.3.4 Leaving a Current JOb ... ... 31
4.3.5 Deleting a Current Job ... .. 32

Table of Contents iv August 22,2017



Personal Profile Module User Guide

4.4 Updating Your Past JOb(S) ... ... 33
4.4.1 Addinga PastJob ... .. 33
4.4.2 Editing a Past Job ... 35
4.4.3 Deleting a Past Job ... . . 37

5 Reviewer Information .. .. 39
5.1 Viewing Reviewer Information ... ... . ... ... 39
5.2 Editing Reviewer Information ... ... ... 40

6 Trainee Information ... . ... 45
6.1 View Trainee Permanent Address ......... ... . ... ... ... 45
6.2 Edit Trainee Permanent Address ... ... 46

TEducation ... 48

7.1 Viewing Education ... . . . 48

7.2 Editing Education ... . . 49

7.3 Updating Your Degrees ... ... 51
7.3.1 Adding a Degree ... 51
7.3.2 Editing a Degree ... ... 52
7.3.3 Deleting a Degree ... ..l 54

7.4 Updating Y our Post-Graduate Clinical Training ................................._............. 55
7.4.1 Adding Post-Graduate Clinical Training Information ..._............................... . 55
7.4.2 Editing Post-Graduate Clinical Training Information _._.._._._............................ 56
7.4.3 Deleting Post-Graduate Clinical Training Information ...._._............................ 57

8 Reference Letters ... . . . .. . S8

O Publications .. 60

Table of Contents v August 22,2017



Personal Profile Module User Guide

LIST OF FIGURES
Figure 1: Select Profile for Edit ... .. .. 2
Figure 2: Personal Profile Summary Page ... ... . ... 2
Figure 3: Personal Profile Dashboard .................... ... ... 3
Figure 4: Personal Profile Summary Indicating Missing Information .............................__. 5
Figure 5: View, View All, & Edit links on Personal Profile .......................................... 6
Figure 6: Hide All & Close Links on Personal Profile ... 6
Figure 7: Personal Profile Online Help Icons ... . . ... . . ... 7
Figure 8: Personal Profile View Options ... ... 8
Figure 9: Personal Profile Edit Options ... ... 9
Figure 10: Personal Profile in Edit Mode ... ... ... ... 10
Figure 11: Summary View of Personal Profile Name and ID ...._................................... 12
Figure 12: Edit Mode for Personal Profile Name and ID _............................................. 15
Figure 13: Summary View of the Personal Profile Demographics .................................. 17
Figure 14: Edit Mode for Personal Profile Demographics ............................................ 19
Figure 15: Summary View of Personal Profile Employment ... 21
Figure 16: Edit Mode of Personal Profile Employment ................................................ 22
Figure 17: Add Current Job Data Fields ... ... ... .. 26
Figure 18: Edit Current Job Data Fields ... ... ... 29
Figure 19: Personal Profile Employment Quick Update ... 31
Figure 20: Leave Job Feature of Personal Profile ...................._._ .. ... ... 31
Figure 21: Delete Job Feature for a CurrentJob ... ... 33
Figure 22: Adding a Past Job ... . ... 34
Figure 23: Edit Past Job Data Fields ... .. . ... ... 36
Figure 24: Delete Job Feature fora PastJob ... ... ... 38
Figure 25: Summary View of Personal Profile Reviewer Information ._...._....................._. 40
Figure 26: Reviewer Communications Section of Reviewer Information .._._...._._............_.. 41

List of Figures

vi August 22,2017



Personal Profile Module User Guide

Figure 27:
Figure 28:
Figure 29:
Figure 30:
Figure 31:
Figure 32:
Figure 33:
Figure 34:
Figure 35:
Figure 36:
Figure 37:
Figure 38:
Figure 39:
Figure 40:
Figure 41:
Figure 42:
Figure 43:

Home Address Section of Reviewer Information ......................................... 42
Reviewer Payments Section of Reviewer Information ........................._....._._ .. 42
Eligibility for Continuous Submission Section of Reviewer Information ............. 43
Eligibility Based on Current Appointed Membership .................................... 43
Eligibility Based on Recent Substantial Service ... 44
Summary View of Personal Profile Trainee Information _._.._._...._.................._. 46
Edit Mode for Personal Profile Trainee Information ...._._...._.......................... 47
Summary View of Personal Profile Education ... .. 49
Edit Mode for Personal Profile Education ... 50
AddingaDegree ... 52
Editing a Degree ... ... . .. 54
Deleting a Degree ... . 55
Adding Clinical Training Information ... 56
Editing Post-Graduate Clinical Training Information .._._._.._...._...._................ 56
Deleting Clinical Training Information ...................................................... 57
Reference Letters Section of the Personal Profile ......................................... 59
Publications Section of Personal Profile ............ ... ... 61

List of Figures

vii August 22,2017



Personal Profile Module User Guide

1 eRA Commons Personal Profile Module

The Personal Profile module in Commons is the central repository of information for all Commons
registered users. It is designed so that individual eRA system users hold and maintain ownership
over the accuracy of their own profile information. This profile information is then integrated
throughout eRA's systems and used for a variety of agency business such as peer review,
application data, and trainee data.

NOTE: You can delegate the authority to maintain your profile to other users within your
institution.

The personal profile is divided into sections of information and includes:

o Name and ID: Personal information such as name, contact information, date of birth

o Demographics: Race, ethnicity, gender

o Employment: Current employment and past employment history

« Reviewer Information: Reviewer work address for those users performing tasks in IAR as
a Reviewer

o Trainee Information: Trainee permanent address for those with Trainee roles using the

xTrain module
o Education: Degree and Post-Graduate Clinical Training Information
o Reference Letters: Letters of reference submitted to NIH
o Publications: Access to MY NCBI, at which publications can be viewed

NOTE: Depending on your Commons role, you might not have access to all sections of the
Personal Profile.

The information found in this user guide also is available as online help
(https://era.nih.gov/erahelp/ppf).

1.1 Selecting a Profile to Edit

Any active Commons user can grant another active user the ability to enter his Personal Profile by
delegating PPF authority. If you have been designated with this authority, you must select which
profile you wish to access.

After selecting the Personal Profile tab from the Commons menu, you will be instructed to choose
a profile for editing.

Select a name from the Profile to Edit drop-down list and click the Select Profile button. The
profile of your selected person displays and changes made will be reflected on that profile.

To switch profiles, select the Personal Profile tab again and choose a different profile from the list.

eRA Commons Personal Profile 1 August 22,2017
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1.2 Personal Profile Summary

The Personal Profile Summary page provides access to viewing and editing the different
components of the Personal Profile.
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v Uizer

+ View all

Person ID: 1234567

£ 4
QI_J) NAME AND ID (7] 4T
& PERSOMAL PROFILE
SUMMARY ~
#
& HAME AND 1D 39) DEMOGRAPHICS 7] 4\t
& DEMOGRAPHICS
@ EMPLOYMENT —
@ REVIEWER INFORMATION @ EMPLOYMENT 0 St
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1.2.1 Dashboard

The left side of the summary page contains the dashboard of user information including user name,
ID, and a list of user roles; update and access information for the Personal Profile and for
eRA Commons; and eRA Service Desk contact information.

Personal Profile

Pers
JAKWE AUSTEN
Roles: [ ]
TRAINEE - Trai

Review Liser

Person [D: 1234567

€ PERSONAL PROFILE
SLIMMARY

) HAME AND ID

& DEMOGRAPHICS

& EMPLOYMENT @

& REVIEWER INFORMATION

& TRAINEE INFORMATION

¢ EDUCATION

& REFERENCE LETTERS

& PUBLICATIONS

Profils updated:
0842772013

Change your password by:
12731/2013

PPF Privacy Act Hotification Statement

eRA Commons Help Desk
Hours: Mon-Fri, TAM-BPM EDIT/EST
Web: httpz!/era.mih.govl help
Toll-free: B646-504-9552

Phione: 301-402-T445

TTY: 301-451-5939

Contact inibated cutside of business
hours via Web or volce mail will be
returned the next business day

Personal Profile Information:

o Name of the personal profile
o List of roles associated with the personal profile

o Person ID associated with the personal profile
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Personal Profile Navigation Links

The largest block of information in the left side column is the set of navigation links for each of the
components of the Personal Profile.

« Name and ID

o Demographics

o Employment

« Reviewer Information
o Trainee Information
o Education

« Reference Letters

o Publications

Next to each link is a status indicator, providing a visual indication of whether all required fields
for that component are complete. A green check indicates that the information is complete, while a
red X informs that information is missing. The status indicators are updated each time you save the
personal profile. Selecting a link opens the corresponding component of the personal profile in a
read-only view mode.

NOTE: The links displayed in the left column vary depending on your user role. Not all profile
components are available for all Commons users. If you are affiliated with multiple institutions and
hold different roles at each, your profile will display the components applicable for all roles across
affiliations.

Update and Access Information:

o Profile Updated: system displays date when the user last performed a save on the Personal
Profile

o Change your password: Date when password will expire plus a link for accessing the
Change Password feature

eRA Service Desk Information

Includes the hours, phone numbers, and web address for contacting and creating a ticket for system
support.

1.2.2 Main Section

The main section of the Personal Profile Summary displays profile information for each
component in expandable and collapsible tiles. Each component contains certain required
information. If any of this information is missing from a section, a message displays across the top
of the screen as well as in the header for the incomplete component.
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You can expand the component tiles partially for viewing (read-only) or entirely for editing. Tiles
can be expanded:

o By selecting the View All button to expand all components

o By selecting the View button in a specific header to expand that individual component

» By selecting the Edit button to update the component
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Personal Profile Summary @
€ There are problems in the Employment section m
+ View All
rry #
l.\.‘?.‘/.' MAME AND ID 6 - +
:\::;,.' DEMOGRAPHICS 6 /) \T

Tip: If you are using Internet Explorer and a tile of the Personal Profile does not expand correctly,
try clicking the Compatibility View button on your browser's address bar.

1.2.3 Personal Profile Online Help

Select any of the question mark icons ('?') within the Personal Profile to access content specific
help. The help icons are located on the Personal Profile Summary page heading as well as within
each component's heading and will lead you to a help topic specific to the icon you selected (e.g.,
the icon on the Name and ID heading opens the help topic pertaining to Name and ID
component of the Personal Profile).

JANE AUSTEN Personal Profile Summary @

Rales

Pe y, ﬁ_ e # +

|5 ] MAME AND ID

& PERSONAL PROFILE N~

SLIMMARY

(vo#) r R ’) i+
@ HAME 44D 1D %) DEMOGRAPHICS (7]
& DEMOGRAPHICS ~—
& EMPLOYMENT y
& REVIEWER IRFORMATION k\?/. EMPLOYMENT (7] LT
& TRAINEE INFORMATION
g EDUCATION p . o +
& FEFERENCE LETTERS l\lf/ REVIEWER INFORMATIDN @)
& FUBLICATIONS
Profile updated: 1\{,/. TRAINEE INFORMATION @ LN
D6/2712003
Cha pagpmard b
" I'\ij EDUCATION [ 7] )T
eRA Commons Help Desk
Hours: Man-Fri, TAM-BPM EDIT/EST (=) REFERENCE LETTERS (7] +
Web: http://ers.nih.govihelp lk\-"/
Toll-free: BiE-504-9552 p
Phone: 301-402-Tdb5 | ] PUBLICATIONS a +
TT¥: 301-451-5939 '
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The online help is also accessible by entering the following URL into your
browser: http://era.nih.gov/erahelp/ppf

1.3 What's the Difference Between View and Edit?

The Personal Profile provides you two ways to access your information: view mode and edit
mode.

1.3.1 Viewing the Information in Your Profile

View mode provides a read-only summary of the information within a specific component of the
profile. In view mode, not all maintained fields are displayed. There are several methods for
viewing the components of your profile:

o Select a link from the dashboard on the left side of the Personal Profile Summary screen to
view that component's summary

o Select the View button from the header of an individual component to view that
component's summary (select Close to hide it). When you select View, the current topic
collapses when the selected one expands.

o Select the View All button to display the summaries of all components of your profile (select
Hide All to hide them)
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Contact initiated outside of business
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returned the next business day

1.3.2 Editing the Information in Your Profile

You can edit any available component of your profile by selecting the Edit button on the section's
header. This expands the tile and displays the fields for editing. You can then update the
information as necessary.

NOTE: Not all components can be edited. Those components do not have an Edit button.
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Keep in mind that when you select the Edit button for a component, it places you in edit mode for
all components of your profile. While in edit mode, you can continue updating the other
components of the profile by selecting the View button for each one, which collapses the tile of the
current component you are editing and expands the one you have selected.

As in the view mode, if you'd like to expand all tiles for editing at the same time, use the View All
button at the top of the profile.

When you are done editing your profile, select the Save All button. This is the only method of
saving the changes you've made. Selecting Save All keeps you in edit mode, so you can keep
saving your work along the way.

NOTE: Hiding or closing individual components of the profile is not the same thing as saving the
information. If you navigate away from the personal profile, your changes will be lost. Y ou must
select the Save All button to save your changes!
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- 1.5, Department of Health & Human Services

Electronic Ressarch Adminisiration

@2 %W Commons )

Spoemsored by National Insiiiuies of Healih

Home Admin Institution Profile Fersonal Prof Status RFPR Intemnet Assisted Review xTrain Admin Supp eRA Partners

Perzonal Profile

JANE AUSTEN Personal Profile Summary @
R

i ( Save All Discard Changes
Person ID: 1234567 @ MAME AND ID e

& PERSONAL PROFILE P .
Sy %) DEMOGRAPHICS (7]

@ NAME AND ID

& DEMOGRAPHICS The informatien you give for gender, race, ethnicity, and disadvantaged background is used only for aggregated statistical reporting

& EMPLOYMENT Your indvidual information for these items is confidential and protected by the Privacy Act of 1974

& REVIEWER INFORMATION By filling in these items, you halp NIH gather information on participation in NIH programs by people from diverse groups. That, in

@ TRAINEE INFORMATION tumn, helps NIH ientify inequities in recrutmant and retention, and promate diversity in science

@ EDUCATION

& REFERENCE LETTERS Gender

a PUBLICATIONS

"Gender @1 Female This information is used only for aggregate

Profile updated: statistical report ng

06/20/2013 Male
Do nat wish to prowde
Change your password by:

Ethnicity and Race

If you wish to discard your changes, select the Discard Changes button, then select Yes from the
confirmation pop-up message. Keep in mind that any information you've added since the last time
you hit Save All will be discarded when you hit the Discard Changes button!

Refer to the help topics for each individual profile component to see what fields are available for
editing.
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2 Name and ID

The Name and ID component of the Personal Profile allows you to view, add, or update your:

e Name
o Email address
o Preferred address information for all communication generated from Commons

« Identification information to differentiate you from other Commons users with a similar
name

« Citizenship status
All Commons users have access to the Name and ID component of the Personal Profile.
2.1 Viewing Name and ID
You can view the information in the Name and ID component of the profile by:

o Selecting the Name and ID link from the left side dashboard of the Personal Profile
Summary

o Selecting the View button from the Name and ID component tile header

The information displays as read-only.

o Name

o Username

¢ ¢RA Person ID

¢ Email for Account-Related Communications

o Contact Information for Commons Communications
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2.2 Editing Name and ID

Select the Edit button on the Name and ID header to display all the editable fields available in this
component of the Personal Profile. The following fields are available for editing:

Name

o Prefix: Select a choice from the drop-down list.

o First Name (required): Enter your first name.
o Middle Name: If you have a very common name, it is helpful to enter your middle name.
o Last Name (required): Enter your last name.

« Suffix: Select a choice from the drop-down list.

Email Address

o For account-related communications

Enter the email address at which you prefer to receive communications from Commons
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about managing your profile, including reminders for re-setting your password. This will

also be the addresses used if no other means of reaching you is provided. Required field.

« Replace other email addresses?

Select this checkbox if you would like this account-related communications email address to
replace the email address(es) you provided for Grants Communication and Reviewer
Correspondence in the other sections of the Personal Profile. Required field.

Address for Grants-Related Communications
o Use contact information from current job
Select a job from the drop-down list.

Remember: you can update your jobs on the Employment section of the profile. A link to
Employment is provided next to this field.

Identification
o Date of Birth (required)

Enter your date of birth in the format MM/DD/YYY'Y or select the calendar icon to search

for and select the date.

o SSN (optional)

Enter the last four digits of your Social Security Number (SSN) to help eRA identify you
better.

IMPORTANT: As a security measure, the Date of Birth and SSN fields are only editable if
blank or filled with all zeroes. Once populated with other data, these fields become read-only to
prevent accidental updates to the wrong person profile. Should you need to make changes to
either of these fields and cannot, contact the eRA Service Desk for assistance.

Citizenship Status
o What country are you a citizen of? (required)

Select a country from the drop-down list.

« Citizenship Status (required)

Select the appropriate radio button.
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When you are done with your edits, select the Save All button at the top or bottom of the profile to
save your changes.

IMPORTANT: As a security measure, after if you are updating the value of a previously
entered email address, date of birth, and/or Social Security Number, Commons will send an
email to the former (if changed) email address in a person's Commons profile as an alert to the
change. If you receive this email after making these changes, no further action is required. If you
have not made these changes to your profile and receive this alert, please contact the eRA
Commons Help Desk immediately.
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MAME AND 1D

Name

Prefix Select One :

*First Mama !__IANE |

Middle Mama [ |

"Last Mama [ausTEN |
Suffix |Select One :

Email Address

*For account-related 'i_,&.usmn@sampla edu

communications
[ Replace other email addresses?

Address for Grants-Related Communication

Use contact information | SAMPLE UNIVERSITY
from current job '

Identification
. ; e i—
Date of Burth baare71 | L Mmooy
or [£] Do Nat Wish to Provide
SSN 000-00- [1234 ]
Citizenship Status

*What couniry are you a |UNITED STATES | =]

CLOS

*Required Field(s)
If you have a common name, please includs
your middle name to help uniquely identify
you
When you submit a grant, enter your name
there the same way you do here

NIH will use this mail if you need o reset
your password or if there is no other way to
reach you

By checking this checkbox, you will replace
the ‘Grams Communication’ and ‘Reviewar
Correspendence’ email addresses in this
profile with the email address above the
checkbaox.

Select one of your job addresses to recemve
all Commons communications (by email or
mail)

...of go o the Employment section of this
form, where you can update the address or
provide a new work address. Then save the
profile and retum here

Your birth date helps NIH staff in identifying
and managing your system records.
NIH asks that you voluntary provide the last 4
digits of your Social Security Mumber to
accurately identify this account

mmaons P H "

"Required for a person appointed to and

citizen of? supported by a NRSA or non-MRSA research
*Citizenship Status @ U.5. Citizen or noncitizen national training award (Trainee). institutional career
_ award (Scholar) or research education award
- Parmanent Residant of LIS (Participant)
Mon-U1.S. Citizen with temporary U.S. visa
2 Non-LL.5. Citizen not residing in the U.S.
Name and ID 15 August 22,2017
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3 Demographics

The Demographics component of the Personal Profile allows you to view, add, or update your:

Gender
Ethnicity and race
Disability

If you are in a training or career development program, you must answer questions concerning:

« Repayment of federal debt (required if you have a Trainee role)

« Disadvantaged background (required if you have a Trainee role)

All Commons users have access to the Demographics component of the Personal Profile.

3.1

You can view the information in the Demographics component of the profile by:

Viewing Demographics

« Selecting the Demographics link from the left side dashboard of the Personal Profile

o Selecting the View button from the Demographics component tile header

Summary

The following information displays as read-only:

Gender
Ethnicity

Race
Disability
Disadvantaged
Federal Debt

Demographics 16
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£~ US. Department of Health & Human Services eRA Logoul Pardners Help

- Electrenic Research Adminisiration - 13 m)ﬂaﬁ:na]hsﬁlulmwﬂ-leaﬂh
( erA Commons ) e o B e

Spensored by National Imsiiiuies of Healih

Home Admin Institution Profile f Status RPPR Internet Assisted Raview xTrain Admin Supp eRA Partners

Personal Profile

JANE AUSTEN Personal Profile Summary @

Person ID: 1234567 _—

(=) s+
(E2) name a0 10 (7]

(% PERSOMAL PROFILE

SUMMARY

( A0 )

& NAME AND ID V%) DEMOGRAPHICS (7] ’
& DEMOGRAPHICS
@ EMPLOYMENT @ 4l questions answered
& REVIEWER INFORMATION o R

. ) N Gender: Female Gender, ethnicity, race and disability are
& TRAINEE INFORMATION . — used for statistical reporting only.
& EDUCATION Ethnicity: Mon-Hispanic
& REFERENCE LETTERS Race: White
& PUBLICATIONS Disability:

Disadvantaged: Intentionally withheld
Profile updated:
06/27/2013 Federal Debt: No
Change your password by: \‘ j
1243142013 )
[ 7] Y

3.2 Edit Demographics

Select the Edit button on the Demographics header to display all the editable fields available in
this component of the Personal Profile. The following fields are available for editing:

Gender
Select the radio button for one of the options (required):

¢ Female
¢ Male

o Do not wish to provide
Ethnicity and Race
Select the radio button for the appropriate response to:

« Ethnicity (required): Select one option.
o Race (required): Select all that apply.

Disability

Select a response to the question Do you have a disability?. If Yes, select the checkbox for the
disability you have. This is a required field.
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Questions for Those in Training and Career Development Programs

The following questions are required for those persons appointed to and supported by NRSA or
non-NRSA research training, institutional career award, or research education award.

o Are you delinquent on the repayment of any U.S. Federal debts?

Select the appropriate radio button. For a response of Yes, use the text box for a mandatory
explanation. Use the link provided next to this field to see examples of debts requiring a Yes
response.

e Are you from a disadvantaged background?

Select the appropriate radio button. Use the link provided next to this field to see the full
definition of disadvantaged background.

When you are done with your edits, select the Save All button at the top or bottom of the profile to
save your changes.
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The information you gewe for gender, race, ethnicity. and disadvantaged background is used only for aggregated statistical reparting
Yoour indnidual infoemation for these items is confidential and protected by the Prvacy Act of 1974

By filling im these items, you help NIH gather mfcemation on paricipation in NIH programs by people from diverse groups. That, in
turn, helps NIH identdfy inequities in recruitment and retention, and promote diversily in science

Gender
"Rirquaried Frabd{s)
“Gandar & Femnale This information is used only for aggregate
# Mals slatistical reporting
12 Do not wash to provide
Ethnicity and Race
* Ethnicity © HispaniciLating This infornation is used only for aggregate
@ Mon-Hispanic slalsstical reporting
2 Do not wish to provide
* Race ] Arnenican Indian or Alaskan This irdorenation is used only for aggregate
[Check all that apply] 2 Asian $tatsiseal rapediang
7] Black or Afncan American
[# White
;Hmm Havraman of Pacific 151
L Do nod wagh to proade
Disability
* Do you have a @ Mo This information is used only for aggregate
desability? & Yes (Check all that apgly) statistical reporting
[ Heanng
I MebilityOnhopedic Impairment
:'_t'lul'lsual
1 Other
2 Do not wash to provide

Questions for Those in Training and Career Development Programs

"Requurgd for a person appointad 10 and supported by a NRSA of non-NRSA research traming award (Tramee), nstriubonal carges
award (Scholar) or reseasch education award (Fasticipant)

Aue you delinguent ® Mo A "yes” answer with an explanation will not

on the repayment of 2 Yes necassanty keep you from getting an

any U.5. Federal delts? appointment as a iranes. However, you may

If your answer ks “yes” be contacted 1o provide more information

yiou must explan i h 1{
[ N

Ade you frem a D MNa You may be fom a disadvanaged

des advantaged 2 Yes background i you ane from one ol the

background? & Do not wash to prowde fallowing: a family with beélow-aaerage incomie

of & ool cultural, of educational
emaronment that kept you from -:tta.l.mngﬂht
knowdedge, skills, and alilities wou need for 3
reseanch canser

See the hll definstion of “chs adhantaged
background”
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4 Employment

The Employment component of the Personal Profile allows you to view, add, or update your
research and professional employment history for current and past employment.

The Employment component is considered complete if:

o Pl and IAR roles: Personal Profile contains employment for the past 3 years
« Trainee roles: Personal Profile contains at least one employment entry

o Admin roles: Personal Profile contains at least one current employment entry

All Commons users have access to the Employment component of the Personal Profile.
4.1 View Employment
You can view the information in the Employment component of the Personal Profile by:

 Selecting the Employment link from the left side dashboard of the Personal Profile
Summary

« Selecting the View button from the Employment component tile header

The following information displays as read-only:

o Current Jobs: Includes any employment entered into the profile with no end date or an end
date in the future

o Past Jobs: Includes any employment entered into the profile with an end date in the past
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- L5, Department of Health & Human Services gRA Logout Pardners Help
— Efectronic Research Adminisiration = N m)“ e s
aticy utes 3
( erRA Commons ) L L,
o Spensered by Nailenal Imsilinies of Healih E '™ AR
Home Admin Institution Profila ersonal Profile Status RPFR Intemet Assisted Review xTrain Admin Supp eRA Partners
Personal Profile
JANE AUSTEN Personal Profile Summary @

Person 1D

—— ¢
(‘?‘/ NAME AND ID [7] Z)\+

@ NAME AND 1D @ DEMOGRAPHICS @ 4)LF
& DEMOGRAPHICS
a EMPLOYMENT /f =~ \
& REVIEWER INFORMATION l\.."':) EMPLOYMENT (7] ’) =

& TRAINEE INFORMATION

6 PERSOHAL PROFILE
SUMMEARY

€ EDUCATION @ Al questions answered.

(% REFEREMCE LETTERS @ 3 years of employment hi

& PUBLICATIONS profile.

Profile updated: Current Jobs: COUNTY COLLEGE 3 years of employment history is used to

- determine conflicts of interest.
06/ 2T/2013 Professor

0172013 - present - i :
Change your password by: W3-p Enter fellowships as jobs.

1243002003 @ This is your primary employment.

PPF Privacy Act Notification Statement ¥ You are affiliated with this institution.
eRA Commons Help Desk

Heurs: Mon-Fri, TAM-EPM EDIT/EST SAMPLE UNIVERSITY

Web: hittp:/ /era.nih,.gov/help Professor

09/2009 - present
Tol-free: B&&-504-9552

Phone: 301-402-7469
TTY: 301-451-5939

+ Wou are affiliated with this institution.

& you have chosen this address for
Contact initiated outside of business Commaons communications.
hours via Web or voice mail will be

returned the next business day Past Jobs: SOMEOTHER UNIVERSITY

0272007 - 07/2009

4.2 Edit Employment

Select the Edit button on the Employment header to display all the editable fields available in this
component of the Personal Profile.

In the edit mode of Employment, you can add, update, or remove current and past jobs.

When you are done with your edits, select the Save All button at the top or bottom of the profile to
save your changes.
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@ EMPLOYMENT (7] .

You have 2 current job{s) and 1 past job(s)
Enter all research-related employrent in the past 3 years. This is used (o determine condict of interest for reiewers of your grants
and Tor youl own wiork &5 & i

Enter post-doctoral fellowships on this page as a job

If you harew more than one pob at the sams nstibution (for example Professor and Dean), you may, but do nod ke to, add two
Separsle pbs 50 that you can gre dfferent 1itles, positions, addrepses, and stanfend daes

Current Jobs | ddd a Hew Job |

Dates Employment and Contact Details Status

Janisary I013 Eo present COUNTY COLLEGE o You are SfTiated with thit inatitution
Prodessor |
123 Maln Strewt (@) This is your Primary Emglryment,
Thistown, VA 12345
UHITED STATES

Email: austen@Bemail edy
Phase: 700 214547

Sephembar 2009 T prasaat :f:;.l::jlr.l'il':}.l-h”«- + You are affiliated with this institution.

123 University Bhvd

Building 10

College Towr, Vi 12345
UHITED STATES

Email: J_sustendEsamphe edu
Phane: 7035552345

et | cvick ipdate | Leavesob | Oclere |

Past Jobs [ Add a past Job |

Dates Instituticn and Position Status

February 3007 to July 2009 SOMEQTHER UNIVERSITY

4.2.1 Current Jobs

Displays all current jobs (i.e., jobs with no end date entered) information, including;:
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« Dates: Indicates the start date to present

o Employment and Contact Details: Includes information such as name of the institution;
department; street address; phone; email address

« Status: Includes information such as current affiliation with institution; whether this job has
been selected as your address for communication; whether this job is your Primary
Employment

From within the Current Job section, you can perform the following tasks:

« Add a New Job: Provides access for entering details for another current job
« Edit: Provides access for editing all details of the specific current job

Quick Update: Provides access for editing basic information of the specific current job.

« Leave Job: Provides access for entering an end date for the specific job
4.2.2 Past Jobs
Displays all past jobs (i.e., jobs with an end date entered) information, including:

« Dates: Indicates the start date to present

« Institution and Position: Includes information such as name of the institution and position
held there

« Status: Includes information such as your current affiliation with institution

From within the Past Jobs section, you can perform the following tasks:

o Add a Past Job: Provides access for entering details for another past job

« Edit: Provides access for editing all details of the specific current job

4.3 Updating Your Current Job(s)
4.3.1 Adding a Current Job

If a current job is missing from the list, you can add a new one using the Add a New Job button in
the Employment component of the Personal Profile.

1. Select the Add a New Job button from within Current Jobs.
The Add Current Job data fields display.

2. Enter the new job information in the following fields:
Employer (required)

Select the appropriate radio button.
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o I work for a company or institution outside NIH
m Select the Chose from List button to search for a select a company or
institution.
m Seclect the Name of Company Change button to change the name of the
company.
e I work inside NIH
m Sclect the institute from the drop-down list.
Start Date (required)
Enter the start date of the jobina MM/YYYY format.
End Date
Enter the end date only if not currently in the job, otherwise leave this field blank.
Job Title
Enter the position/title held at the job.
About this job

Select all applicable checkboxes:

o This is my primary employment
m Choose: This job is Full time or Part time (required)
m Choose: This is a job working directly for the federal government Yes/No
(required)

« This is a faculty teaching position
m Select an option from the drop-down list that best matches your academic rank.

o This is an academic administrative position
m Select an option from the drop-down list that best matches your administrative

position.
Your address and contact information at this job
Select the appropriate checkbox(es):

o Use this contact information for Commons communications

o Use this contact information for Reviewer communications

Enter the address information:
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Select the appropriate checkbox(es):

e Use this email for Commons communications

o Use this email for Reviewer communications

Enter your email address in the Email field (required).

Street Address (required)
City (required)

Country (required)
State/Province (required)
ZIP Code (required)
Phone (required)

3. Select the Add button.

4. You can continue editing your profile as necessary, but you must select the Save All button

to save the information.

Employment
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rf_ "Required FI!E*::i:‘i:-‘?‘Ib‘|I

m J

@ EMPLOYMENT (7] -

You have 2 current job(s) and 1 past job(s)
Enter all research-related emgloyment in the past 3 years, This 15 used 1o determing conflsct of interest for revdewsrs of your grants
and for your own work a5 3 reviewer

Enter post-dectoral fellowships on this page as a job

i you hawe more than ane job al the same mstitution (for example Professor and Dean), you may, but do not have to, add two
separate jobs 50 thal you can ghe diferent titles, postions, addresses, and starfend dates

Current Jobs

Add Current Job

“Emphiyer Iwork in a compary or instituthon outside HIH
(o organization selected) [ EEER
Iwork inside MIH | Salect One El
“Start Date MM
End Date MMANTY (leave blank if stll in this job)
Job Title

About this job
HIH wies this infermation for statistical analysis
This is my primary employment
*This job is O Full time Part time
“This s a job working directly for the federal government 0 Yes  ©) Ho
This is a faculty teaching position
This is an academic administrative position
Your address and contact information at this job

“Street Address

“Cly

“Country Select One 3
"StateSProvinoe Select One El
*Zip Code

“Phana

"Email

4.3.2 Editing a Current Job

1.

Select the Edit button for the current job.

The Edit Current Job data fields display.
Enter information for the following fields:

Employer (required)
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Select the appropriate radio button.

o I work for a company or institution outside NIH
m Select the Chose from List button to search for a select a company or
institution.
m Select the Name of Company Change button to change the name of the
company.
e I work inside NIH
m Select the institute from the drop-down list.
Start Date (required)
Enter the start date of the jobina MM/YYYY format.
End Date
Enter the end date only if not currently in the job, otherwise leave this field blank.
Job Title
Enter the position/title held at the job.
About this job

Select all applicable checkboxes.
o This is my primary employment
m Choose: This job is Full time or Part time (required)
m Choose: This is a job working directly for the federal government Yes/No
(required)

« This is a faculty teaching position
m Select an option from the drop-down list that best matches your academic rank.

o This is an academic administrative position
m Select an option from the drop-down list that best matches your administrative

position.

Your address and contact information at this job

Select the appropriate checkbox(es):
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¢ Use this contact information for Commons communications

o Use this contact information for Reviewer communications

Enter the address information:

o Street Address (required)
City (required)
Country (required)

State/Province (required)
Z1IP Code (required)
Phone (required)

Select the appropriate checkbox(es):

o Use this email for Commons communications

o Use this email for Reviewer communications

Enter your email address in the Email field (required).

3. Select the Update button.

4. You can continue editing your profile as necessary, but you must select the Save All button
to save the information.
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EMPLOYMENT (2] —

You have 2 current job(s) and 1 past job{s)

Enter all research-related employment i the past 3 years. This is used to determine conflict of nterest for reviewers of youwr grants
and for wour own work 83 & resdewer

Emter post-doctoral fellowships on this page as a job

If you hawve more than one job at the same institution (for example Professor and Dean). you may, but do not have to, add two
separale pobs So that you can g different tiles, posibons, addresses, and stat/end dates

Current Jobs m

Dates Employment and Contact Details Status
January 2013 to present COUNTY COLLEGE ¥ You are affiliated with this institution.
Professor
123 Main Street i i
This is r Primary Em]:ll.l:l'p'l ant.
Thistown, VA 12345 ﬁ) you
UMITED STATES

Email: austen®email edu
Phone: 703234567

*Required F:elu:fs:u-\l
Edit Current Job
*Employer & | work in a company or institution outside NIH
coTy couLEce [ change
I work inside HIH :Se:e-:: One |E|
"Start Date 0203 MY
End Date MY (beave blank if still in this job)
Job Tite Professos
About this job

HIH uses this information for statistical analysis
¥ This is my primary employment
*This job is O Full time & Part time
"This is a job working directly for the federal government O Yes. @ Ho
7] This is a faculty teaching position
] This is an academic administrative position
Your address and contact information at this job
"Street Address 123 Main Street

“Ciity Thistown

"Country [unmED STATES  [=]
‘State/Province  [VinGiaa =]
"Tip Code 1345

“Phone 7031234567

"Emafl austeng@emal edu

T e
. J
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4.3.3 Performing a Quick Update for a Current Job

Perform a quick update of a current job when you only need to update the more common items
related to a job, such as your phone number, email address, and/or title.

1. Select the Quick Update button for the current job.

The Update Info data fields display.
2. From the Update Informantion box, update the following fields.

o My information has changed at this job:
m Phone

m Email

m Title

3. Select the Update button.

= _
(&) EMPLOYMENT (7]

You have 2 current job(s) and 1 past job(s)
Enter all research-related employmaent in the past 3 years. Ths is used to determine conflict of interest for revsewers of your grants.
and for your own work 35 8 reviewer

Enter post-doctoral fellowships on this page as a job

i you have more than ane job at the same institution (for example Professor and Dean), you may. but do not have to, add twa
separate jobs so that you can gre different titles, positions, addresses, and stan/end dates

Current Jobs Add a Hew Job

Dates Employment and Contact Details Status

January 2013 to present COUNTY COLLEGE « You are affiliated with this institution.
Prafessor
123 Main Street (1) This is your Primary Employment.
Thistown, WA 12345

UNITED STATES
Emall austen®Pemail.edu
Phone: 7031234557

edi_ { olox bpante )| LeaveJob | olets |

Update Info

My information has changed at this job:

Fhone TOX12I98TE
Email austen@email. edu
Title Predessor

Pl
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4. You can continue editing your profile as necessary, but you must select the Save All button
to save the information.

4.3.4 Leaving a Current Job

When you leave a current job, you can use the Leave Job button to update your personal profile.
1. Select the Leave Job button for the current job.

The Leave Job box displays.

@ EMPLOYMENT o —

You have 2 current job(s) and 1 past job(s)

Enter all research-related employment in the past 3 years. This is used to determine conflict of interest for revewers of your grants
and for your own work 85 a reviewer

Enter post-doctoral fellowships on this page as a job

M you hawe mose than one job at the same mstitution (for eccample Professor and Dean), you may, but do not have to, add two
separate jabs 50 that you can grve different titles, positions, addresses, and statfend dates

Current Jobs Add a Hew Job
Dates Employment and Contact Details Status
January 2013 to present COURTY COLLEGE + You are affiliated with this institution.
Professor
123 Main Street (D) This is your Primary Emplayrment,

Thistown, WA 12345
UNITED STATES

Email: austen@emailedy
Phone: 7031234567

[ et cuiok pdate

Leave Job

| have left this job as of:
End Date MM

Oy e

2. Update the following fields:
o I have left this job as of:

End Date (enter in MM/YYY'Y format)
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o Contact information at this job is currently used for:

<type of communication is listed if applicable>

o What address should NIH use instead?

Select an option from the drop-down list.

3. Select the Leave Job button.

4. You can continue editing your profile as necessary, but you must select the Save All button
to save the information.

4.3.5 Deleting a Current Job

You can remove a current job from your personal profile by using the Delete Job feature. Use this
information if you do not want the job listed in your profile; deleting a job permanently removes
the information. If you accidentally remove this information, you will need to re-add it.

NOTE: Do not use the Delete Job feature to indicate that you are no longer at a job. If you wish to
update your profile to show a past job, use the Leave Job feature. Refer to the section of this
document titled Leaving a Current Job on Page 31.

To delete a current job from your profile:
1. Select the Delete Job button for the current job.

The Delete Job box displays.
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— —
@ EMPLOYMENT (2]
You have 2 eurrent job(s) and 1 past job(s)

Eniter all research-related employment in the past 3 years. This is used to determine conflict of interest for revsewers of your grants
and far YOur own WOrk &% 8 fEadvwer
Enter post-doctoral fellowships on thas page as a job

i you have more than one job at the same institution (for example Professor and Dean), you may, but do not have to, add two
separate jobs so that you can gve different titles, positions, addresses, and start/end dates

Current Jobs

Dates Employment and Contact Details Status

Janpary 2013 to present COUMTY COLLEGE + You are affiliated with this institution.
Professor
! 2-:' Main Street (1) This s your Prirmary Employment.
Thistown, VA 12345
UHITED STATES
Email: austenBemail. edu
Phaane: 703122345687
| Edit |l quickupdate i Leave Job Delete

Delete Job

Do you really wish to delete the job above? Your changes will be permanent when you
save this profile, although you can abways re-add it Later,

ave this ot

Select the Delete Job button.

3. You can continue editing your profile as necessary, but you must select the Save All button
to save the information.

4.4 Updating Your Past Job(s)
4.4.1 Adding a Past Job

If you would like to add a past job, you may do so by using the Add a Past Job button in the Past
Jobs section.

1. Select the Add a Past Job button.

The Add Past Job data fields display.

Employment 33 August 22,2017



Personal Profile Module User Guide

Add Past Job

*Emiploryer | worked in a company or institution outside HIH
[Wo organization selected) Change
| worked inside NIH Select One
“Start Date BT
End Date LYY [leave blank i still in this job)
Job Tithe

About this job
HH wses this infarmation for statistical anabysis
L This was my primary employment

*This job was ) Full time Part time
*This was a job working directly for the federal government © Yes
This 15 a faculty teaching position

This 15 an academic admimistrative position

=

add a Past Job
Past Jobs

2. Enter the information for the following fields:

Employer (required)
Select the appropriate radio button.

o I work for a company or institution outside NIH

m Sclect the Chose from List button to search for a select a company or

institution.

m Seclect the Name of Company Change button to change the name of the

company.
e I work inside NIH
m Sclect the institute from the drop-down list.
Start Date (required)
Enter the start date of the past jobina MM/YYYY format.
End Date
Enter the date (MM/Y Y YY) when you left this job.

Job Title
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Enter the position/title held at the job.
About this job

Select all applicable checkboxes.
e This is my primary employment
m Choose: This job is Full time or Part time (required)
m Choose: This is a job working directly for the federal government Yes/No
(required)
o This is a faculty teaching position

m Select an option from the drop-down list that best matches your academic rank.

o This is an academic administrative position
m Select an option from the drop-down list that best matches your administrative

position.

3. Select the Add button.

4. You can continue editing your profile as necessary, but you must select the Save All button
to save the information.

4.4.2 Editing a Past Job
1. Select the Edit button of the past job.

The Edit Past Job data fields display.
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Past Jobs
Dates Institution and Position Status
February 2007 to July 200% SOMEQTHER UMIMVERSITY
r “Required Fll:iﬂfx;\\'
Edit Past Job
*Ermployer & | worked in a compary or institution cutside HIH
SOMEDTHER UHIVERSITY | change |
I worked inshde HIH Select One El
“Start Date 022007 M
End Date 072009 MY (leave blank i still in this job)
Job Tithe
About this job
N wses this information for statistical anabysis
This was my primary employment
"This job was & Full time Part time
*This was a job working directly for the federal government & Yes Ho
[ This is a faculty teaching position
Select the best match to your teaching position
Assistant Professor | =
¥ This is an academic administrative position
Select the best match bo your administrative position
Cnher =
d Update ) Cancel

2. Enter information for the following fields:

Employer (required)
Select the appropriate radio button.

o I work for a company or institution outside NIH
m Select the Chose from List button to search for a select a company or
institution.
m Select the Name of Company Change button to change the name of the

company.
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o I work inside NIH
m Seclect the institute from the drop-down list.

Start Date (required)
Enter the start date of the past jobina MM/YYYY format.
End Date
Enter the date (MM/YY YY) when you left this job.
Job Title
Enter the position/title held at the job.
About this job

Select all applicable checkboxes.
o This is my primary employment
m Choose: This job is Full time or Part time (required)
m Choose: This is a job working directly for the federal government Yes/No
(required)

o This is a faculty teaching position
m Select an option from the drop-down list that best matches your academic rank.

o This is an academic administrative position
m Select an option from the drop-down list that best matches your administrative
position.

3. Select the Update button.
4. You can continue editing your profile as necessary, but you must select the Save All button
to save the information.

4.4.3 Deleting a Past Job

You can remove a past job from your personal profile by using the Delete Job feature. Use this
information if you do not want the job listed in your profile; deleting a job permanently removes
the information. If you accidentally remove this information, you will need to re-add it.

To delete a current job from your profile:
1. Select the Delete Job button for the past job.

The Delete Job box displays.
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Add a Past Job

Past Jobs
Dates Institution and Peosition Status
February 2007 to Juby 2009 SOMEOTHER. UNIVERSITY
Edit { Delete )
Delete Job

Do you really wish to delete the job above? Your changes will be permanent when you
save this profile, although you can abvays re-add it later.

k

Delate Job Cancel

|

2. Select the Delete Job button.

3. You can continue editing your profile as necessary, but you must select the Save All button

to save the information.
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5 Reviewer Information

If you have one of the following Commons user roles, you are required to complete fields within
the Reviewer Information component of the Personal Profile:

« IAR

o PI

If you are a Reviewer using Internet Assisted Review (IAR) via the Commons system, please keep
in mind that accurate Reviewer information is essential for successfully using IAR for the review
process.

The Reviewer Information section allows you to view, add, update, and/or access:

o Your preferred method of contact for review meetings
e Your home address information
o Secure Payment Registration System (SPRS)

 Your eligibility for continuous submission

NOTE: Please remember to keep your profile updated with employment information from the last
3 years. This information is vital to NIH and its SROs for determining any conflicts of interest with
applications. Employment information is maintained in the Employment section of your profile.
Refer to the section of this document titled Employment on Page 20 for steps on completing this
information.

5.1 Viewing Reviewer Information
You can view the information in the Reviewer Information component of the Personal Profile by:

« Selecting the Reviewer Information link from the left side dashboard of the
Personal Profile Summary

o Selecting the View button from the Reviewer Information component tile header

The information displays the following fields as read-only.

o Reviewer Correspondence
e Reviewer Payments
o Continuous Submission Eligibility Status

You can view your Continuous Submission Eligibility status while in the view mode of the
Reviewers Information by selecting one of the Show Eligibility Status links. Refer to the section
titled Continuous Submission Eligibility Status on Page 42.
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§- LS. Department of Health & Human Services £RA Logout Parners Help

- Elecironic Kesearch Administration -
National Institutes of Health
( erRA Commons ) : B sttt o

Spomnsered by National Instituies of Healih

Homig Admin Institution Profile Parsonal Prof Status RPPR Internat Assisted Review XTrain Admin Supp &RA Parners
Personal Profile

JANE AUSTEN Personal Profile Summary @

Role

view Liser

Person ID: 1234567 —
@ NAME AND ID @ )

[] PERSOMNAL PROFILE

SUMMARY -
& MAME AND ID ) DEMOGRAPHICS (7] 4)
@ DEMOGRAPHICS
@ EMPLOYMENT —
& REVIEWER INFORMATION @ EMPLOYMENT 0 )+
& TRAIMEE INFORMATION

& EDUCATION
&) REFEREMCE LETTERS
@ PUBLICATIONS

REVIEWER INFORMATION @

Reviewer Correspendence: Department of Medicine Select a job or a home address for NIH to
Profite updated: Sample University use for all grants-related communications.
08/27/20M3 College Town, VA 12345
UNITED STATES
Change your password by: Email: J_Austen®@sample. edu
1243172013 Phone: 7035552345
PPF Privacy Act Notification Statement Reviewer Payments: 52 Memory Lane You must provide a home address to be
Thistown, VA 12345 paid for your work as a reviewer.
eRA Commons Help Desk U"'T_ED ST"TES
Email: Jane@myemail.com
Hours: Mon-Fri, TAM-8PM EDIT/EST Phone: 7035555678
Web: htip://era.nih.govi help
Toll-free: B6&-504-5552 Continuous Submission Eligibility Status:

Phone: 301-402-7459 Not Eligible
TTY: 301-451-5939
To help recognize outstanding senice inthe MIH peer review process and on NIH Advisory Groups, NIH has implemented policy and
procedures to allow appointed members of MIH review and Adwsory Groups, and peer remewers with recent substantial serice (5ix
times in the NIH specified 18 months period), to submit their research grant applications (R01, R21, or R34) on a continuous basis
and to have those apglications undergo initial peer review in a timely mannar,

Contact initiated outside of business
haurs via Web or veice mail will be
returned the nest business day

What iz Continuous Submission?

Continuogus Submission FAQS w

Eligibility for Continuous Submission based on current appointed how Eligitli -+
membership

Eligibility for Continuous Submission based on recent substantial Show Elgibality Stalus
service

5.2 Editing Reviewer Information

Select the Edit button on the Reviewer Information header to display all the editable fields
available in this component of the Personal Profile.

Reviewer Communications

Y ou must provide NIH with a means of contacting you for communications specific to review
meetings, such as your initial invitation by the SRO to participate in a review meeting.
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Reviewer Communications

“What address should NIH use 1o contec you Iof nismiws
Use rry work address al
Salect One
Use the home address on this page

@ Provade a different address

T s & new work address ga to thé

:ctson of this form, whene you

CHMN prrAde 3 few address or update an
-E'J-\.I'S‘lll'y one, Then save the ;-'-:-I':'.* and refurn
here

)

*Street Address

"City

*Country

"StateProvince VIRLGINLA, A
*Zip Code 12345

*Phane 7035552345

*Email

Uepartment of Madicine
Sample Unmversity
College Town

UNITED STATES | =)

J_Austen@sample edu

o What address should NIH use to contact you for reviews? Select one of the radio buttons
provided.

Use my work address at:

Select this option to use a work address that we have for you in your profile. You can
select the specific one from the drop-down list.

If the work address you want to use is not listed, it means it is not in your profile. In
this case, update your Employment section by adding a new job, save the profile, and
then return to this field to select it.

Use the home address on this page

Select this option if you want to use the home address listed in this Reviewer
Information section of the Personal Profile. When you choose this option, you must
also enter your Phone and Email on the required fields that are provided.

Provide a different address

Select this option if you wish to provide another address not already in your profile.
Selecting this option displays editable address fields.

Home Address
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Y ou must provide a home address in order to be paid for your services as a Reviewer. This
address should be the same one you use to file your federal income tax. All fields in this section are
required.

Home Address
You must provede a home address to be paid for your work as @ reviewer. This address should be the same as the one you use for
f our Federal income tax. Once you have entered your address, you will be able to register in the Secure Payment
= siration 5:."_.':-_"” (SPRS)
"Stres Address 52 Memory Lane
'El‘.'_.' Thigtiown
“Country UNITED STATES Zl
"State/Province VIRGIMLA, [+]
*Zip Code 12345
*Phane T03-555-5678
*Email Jana@myemail.com
o Street Address
° City

Country (select from drop-down)
o State (select from drop-down)
e ZIP Code

Reviewer Payments

This section includes a link to the Secure Payment Registration System (SPRS). Reviewer
payments are made through this system. Use the provided link to access SPRS and register your
bank account and payment information there.

Reviewer Pavinents

Revawer payments ane made through the Secure Paymaent Registration System (SPRS). You must set up your bank account and

other paymient i on thini

Go to the Secure Pavment Begistiration Syslem w

Continuous Submission Eligibility Status
Displays Eligible Until <Date and Time> or Not Eligible as appropriate.

Use the What is Continuous Submission? and Continuous Submission FAQs links in this
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section to access information on Continuous Submission Eligibility.

Continuous Submission Eligibility Status:

Eligible Until 08/16/2019 5:00 PM ET

To help recognize outstanding senice in the NIH peer review precess and on NIH Adwsory Groups. NIH has implemeanted policy and
procedures to allow appointed members of NIH review and Advsory Groups, and peer reviewers with recent substantial senice (six
times in the MIH specified 18 months period), to submit their research grant applications (R01, R21, or R34) on a continuous basis
and to have those apphcations undergo initial peer revaaw in a timaly manner

What is Continupus Submission? w
Contingous Submission FAQS w

Eligibility for Continuous Submission based on current appointed Show Eligibility Status
membership

Eligibility for Continuous Submission based on recent substantial Show Eligibility Staty

service

Select the Show Eligibility Status links to view details of your eligibility based on current
appointed membership or recent substantial service. Once expanded, the details can be collapsed
by selecting the Hide Eligibility Status links.

Eligibility for Continuous Submission based on current appointed membership

Use this section to check if you are eligible based on current appointed membership to NIH review
and advisory groups. Details of the current eligible committee service team(s) display including the
From and To date and Committee Name.

If ineligible, the following message displays: There are no eligible committee memberships
available.

Eligibility for Continuous Submission based on current appointed Hide Eligibility Status
membership

Eligible Committee Service Terms
From: Ta: Committee Nanme:

070172013 06/30/2019 IRG

Eligibility for Continuous Submission based on recent substantial Show Eligibility Status

service

Eligibility for Continuous Submission based on recent substantial service

Use this section to check if you are eligible based on recent substantial service. Choose a fiscal
year from the drop-down list. When you select an option, information concerning your status
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displays for that fiscal year. This includes whether you are eligible; the number of meetings in
which you have participated; the details for those meetings.

Additionally, there is a link offering information on what to do if meetings are missing from the
link. Select the What do I do if meetings that I think should count are missing from this
list? link to view that information.

Eligibility for Continuous Submission based on current appointed havwr Eligability Status
membership

Eligibility for Continuous Submission based on recent substantial Hide Eligibility Status
service

Fiscal Year 2015 (08/16/2014 - 09/30/2015) 3

Your Status For Fiscal Year 2015 (08/16/2014 - 09/3002015),
you are NOT ELIGIBLE for Continuous Submission based on your recent NIH review service.

You participated in 1 meeting(s) from 01/01/2013 to 0&/30/2014

What do | do if meetings that | think should count are missing from this list?

1. 072572013 at ABCD
Meeting 201310 ABDC SRO: Elizabeth Bennet

When you are done with your edits, select the Save All button at the top or bottom of the profile to
save your changes.
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6 Trainee Information

If you hold a Commons Trainee user role and are using the xTrain module, you have access to the
Trainee Information component of the Personal Profile. This section of the profile allows you to
view, add, or update your permanent address where you can be contacted after the training
program is completed.

If you have the Trainee Commons user role, you have access to the Trainee Information
component of the Personal Profile.

6.1 View Trainee Permanent Address
You can view the information in the Trainee Information component of the Personal Profile by:

o Selecting the Trainee Information link from the left side dashboard of the Personal Profile
Summary

o Selecting the View button from the Trainee Information component tile header

The Trainee's permanent address information displays in this view.

.5 Department of Health & Human Services gRA Logoul Parfners Help

Electramic Resaarch Adminisiration

@2 ¥ W Commons )

Spensared by Natlenal Inilitailes of Haallk

Home Admin Institution Profile | fi Status RPPR Internet Assisted Review xTrain Admin Supp eRA Partners
Personal Prafile N

JANE AUSTEN Personal Profile Summary @

Roles:

Person ID: 12 |
r, \ PANED
(E2) nave a0 0 (7]
PERSOMAL PROFILE
SLINMARY
(o) £+
@ MAME ANDID (37) DEMOGRAPHICS (2]
& DEMOGRAPHICS
& EMPLOYMENT " ’
@ FEVIEWER INFORMATION \ == ) EMPLOYMENT '0 - u
@ TRAINEE INFORMATION
& EDUCATION ~ y-
& REFERENCE LETTERS (&]) REVIEWER mFORMATION (7] ‘
@ PUBLICATIONS
Profi o a #F =
rofils updated: (% ) TRAINEE INFORMATION .
04/2772013 l\-'_(/
Change your password by: Street Address (Trainees): BNy This address allows NIH to contact you
1213142013 o 2345 after your training is complete.

UNITED STATES
Email: Jane®@myemail.com
Phone: 703.555-5678

PPT Privacy Act Hotification Statement

eRA Commons Help Desk
Hours: Moen-Fri, TAM-8PM EDIT/EST
Webs http://era.nih.gov/help \‘é/l EDUCATION 0
Toll-fres: 366-504-3552

Phone: 300-402-7459
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6.2 Edit Trainee Permanent Address

Select the Edit button on the Trainee Information header to display all the editable fields
available in this component of the Personal Profile.

The information - both the street and email addresses - you provide should be one at which you

can be reached after your current trainee period ends. All fields are required.

Street Address

City

Country (select from drop-down)
State (select from drop-down)
ZIP code

Phone

Email

When you are done with your edits, select the Save All button at the top or bottom of the profile to
save your changes.
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U.5. Department of Health & Human Services

Elgctrenic Kesgarch Adminisiration

9 Commons )

Spomsored by Netionmal Imstituies of Health

Home Admin Institution Profile Personal P Status RPPR Internet Assisted Review xTrain

Persenal Profile

JAMNE AUSTEN

Personal Profile Summary @

Review Liser
tor

Admin Supp

eRA  Logout

Partners

Help

Institutes of Health
Extrarurnl Ressanh

eRA Partners

Person 1D: 1234567 @ MAME AND ID 9 +
& PERSOMAL PROFILE
SUARY @ DEMOGRAPHICS (7] *
@ NAME AND ID
@ DEMOGRAPHICS -
& EMPLOYMENT @ EMPLOYMENT (7] +
& REVIEWER INFORMATION
@ TRAINEE INFORMATION ~—
& EUCATION @ REVIEWER INFORMATION @ +
& REFERENCE LETTERS
@ PUBLICATIONS / a— -\
@ TRAINEE INFORMATION @)
Profile updated:
Os/27/2013 This parmanent address should be one where you can be reached for follow-up sunveys after your training program is complete. Do
Change your password by: not give your current home address, unless it is also your permanent address
1243112013
“Required Field(s)
PPF Privacy Act Hotification Statement
*Street Address 52 Memory Lane Enter an address where we can reach you
eRA Commons Help Desk after your CU”efp student or trainee period is
over. it may be “in care of” someone
Howrs: Mon-Fri, TAM-BPM EDIT/EST "City Thistown Enter an email address where NIH can
Welbs: http://era.nih.gov/help “Country :UH TED STATES EI contact you after you complete this trainee
Toll-free: B65-504-¥552 —_— :\.I'IR(3|N|A D position
Phone: 3001-402-T46% .
TTY: 3014515939 “ZIP Code 12345
"Fhone T035555678
Contac t initiated eufw'de o_l t:_usiness “Email f T
howrs via Web or voice mail will be
returned the next business day \ /
EDUCATION (2] -
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7 Education

The Education component of the Personal Profile allows you to allows you to view, add, update,
and/or access your:

o Awarded and expected degree information

o Areas of Post-Graduate Clinical Training

« Eligibility for continuous submission

The Education component is considered complete when the profile contains at least one degree
(complete or in progress).

If you have one of the following Commons user roles, you have access to the Education
component of the Personal Profile:

o ASST

« IAR

e PI

o Postdoc

« Scientist

e Sponsor

o Trainee

7.1 Viewing Education
You can view the information in the Education component of the Personal Profile by:

o Selecting the Education link from the left side dashboard of the Personal Profile Summary

« Selecting the View button from the Education component tile header

The information displays as read-only.

e Your Degrees
Date Completed
Degree and Institution

e Your Post-Graduate Clinical Training Information
Date Completed
Area of Post-Graduate Clinical Training

o Early Stage Investigator (ESI) Status
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i U5, Department of Health & Human Senvices gRA Logoul Pardners Help

= Electronic Besearch Administration = H ml‘lﬂc““ titutes of Heelth
I3 atonal inst es of He
( eRA Commons ) s MISTEM R ten O

i
Spomsored by Natlenal Insiiimies of Healih AR

Home Admin Institution Profile ergonal Prof Status RPPR Internet Assisted Review xTrain Admin Supp eRA Partners

JANE AUSTEN Personal Profile Summary @

Person ID: 1234567 —~
{ \ +
() Name anp 10 (7] s+

@ PERSONAL PROFILE

SUMMARY N
& MAME AND ID @ DEMOGRAPHICS (7] LT
& DEMOGRAPHICS
& EMPLOYMENT —
% REVIEWER INFORMATION f= ) EMPLOYMENT e )F
& TRAINEE INFORMATION
& EDUCATION Py P
@ REFERENCE LETTERS ([8]) REVEWER NFORMATION (7] -
& PUBLICATIONS

) 7o s+
Profile updated: (£ ) TrRamEE NFORMATION ‘
082712013 &/ o
Change your password by: ,’,__ “\1
NG '(é_/' EDUCATION (2] £ S
PEF Privacy Act Hotification Statement
eRA Commeons Help Desk . @ atleast1 degree in profile

Your degrees

Hours: Man-Fri, TAM-8PM EDIT/EST
Web: hitp://era.nih.gov/hel Date Completed Degree and Institution

Toll-free: Bo6-504-5552 Jun 2003 PHD in Your highest degree can affect eligibility for
Phane: J01-402-T469 Sample University awards or appointments, and is used to

determine Early Stage Investigator status.
TTY: 301-451-5939 Dec 2000 MD

Someather University

Contact initiated outside of business F& This is your terminal degree.
hours via Web or voice mail will be

returned the next business day n 1997 BA in Psychology

Madeup College

Your Post-Graduate Clinical Training Information

Date Completed Area of Post-Graduate Clinical Training

Jul 2000 Internal Medicine

7.2 Editing Education

While in the edit mode, you can edit or delete your individual degree and/or Post-Graduate Clinical
Training Information records or add new information using the Edit, Delete, and Add a
Degreebuttons.

When you are done with your edits, select the Save All button at the top or bottom of the profile to
save your changes.

Your Early Stage Investigator (ESI) Status displays in edit mode. Look to the bottom of the
Education tile to view Your Status.
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@ EDUCATION (7] =

You have 3 completed degrees or post-graduate clinical training, and o in progress

Enter all post-high school degrees completed or in progress. it should also include your latest medical residency, if you have one.
You may enter degrees in any order

Your degree information is sometimes checked against grant applications or used to populate other forms. Your highest degree
can affect eligibility for awards or appointments

Trainees: This information is crtical. We use it to determine eligibility, and it can affect stipends

Post.Graduate Clinical Tlainl'ng: If you entered at least one completed degree, you can add post-graduate clinical traimng
nformation. Commeons includes information on only one clinical traiming at a time. If you already have clinical trasning information
listed and you now want to tell us about a new post-graduate clinical training, use Edit Pest-Graduate Clinical Training Information
te change the information

Fellowships: Enter post-doctoral fellowships and assistantships on the Employment page

For translation I lick han

Your degrees Add a Degree

Date Completed Degree and Institution Action

June 2003 PHD in E'on Eoaes

Sample Unfversity

MD ‘e [B° DELETE
. someother University ' ‘

f% This is your terminal degree.

June 1997 BA in Psychology Koo Eoees
Madeup College

Your Post-Graduate Clinical Training Information

Add Post-Graduate Clinical Training
Information

Date Completed Area of Post-Graduate Clinical Training Action

July 2000 Internal Medicine E'eor Koewere

Early Stage Investigator (ESI) Status

ESl status gives you special consideration and enhanced benefits when applying for certain grants. Investigaters have this status
for 10 years after they receve a PhD

See mare Information on ES| »

Mo longer an early stage investigator

Your Status Your MD was complated in Jun 2000 , over 10 years ago

NOTE: Select the For translation of degree codes click here link to open the Degree Codebook
file. This link is only available while in edit mode.
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7.3 Updating Your Degrees
7.3.1 Adding a Degree

Y ou can add another degree to your profile using the Add Degree button in the Education
component of the Personal Profile.

1.

Select the Add Degree button.

The Add Degree box displays.

. Enter information for the following fields:

Degree Name (required)
Select your type of degree from the drop-down list or choose Other Degree if not available.

For a translation of degree codes, please refer to the Degree Codebook spreadsheet located
online (http://era.nih.gov/files/degree codebook.xIsx).

Status (required)

Select the appropriate radio button concerning the status of your degree and enter the
month/year in MM/YYYY format:

o Completed in
o In Progress, expected
Choose a Length of program in progress from the drop-down box if your status is
in progress.
Institution (required)

Enter the name of the institution. If outside the United States, enter the city and country in
the next box.

Is this your terminal degree
Select the checkbox if this is the highest degree available in the field of study.

Area of Study

o Enter a Primary area of study

o Enter a Secondary area of study

. Select the Add button.

-OR-

Select the Add another Degree button to repeat the steps for another degree.
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Your degrees Add a Degree
(”‘_ "Ruequir Ied_\\
Add Degree
"Degree Hame Salact Ona 3 If your degree is not in the list, selact one

of the “Other Degree” options.
Other Degree If you do not expect to complete this
degree, leave the date blank.

"Stabus Completed in MY
In Progress, MM
expected
Length of program in progress | Select 3
*Institution

If the institution is outside the US,
enter the city and country where it is located:

Is this your terminal degree?

Area of Study
Primary Public Health
Secondary
\‘Bﬂa&m;'””‘ LDegresand lnstitution Action _./‘

7.3.2 Editing a Degree
You can edit or delete existing degree information using the Edit and Delete buttons.
To edit a degree:

1. Select the Edit button for your degree.

The Edit Degree box displays.
2. From the Edit Degree box, update the following fields:

Degree Name (required)
Select your type of degree from the drop-down list or choose Other Degree if not available.

For a translation of degree codes, please refer to the Degree Codebook spreadsheet located
online (http://era.nih.gov/files/degree codebook.xIsx).

Status (required)

Select the appropriate radio button concerning the status of your degree and enter the
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month/year:

o Completed in
o In Progress, expected
Choose a Length of program in progress from the drop-down box if your status is
n progress.
Institution (required)

Enter the name of the institution. If outside the United States, enter the city and country in
the next box.

Is this your terminal degree
Select the checkbox if this is the highest degree available in the field of study.
Area of Study

o Enter a Primary area of study

o Enter a Secondary area of study

3. Select the Update button.
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Your degrees Add a Degree
Date Completed Degree and Institution Action
June 2003 PHDin Eon Eoeee
Sample University
Gecember 2000 Someother University -
Sr—Frir o ter T renree:
'/r. 'Rfrquirod—.‘\
Edit Degree
‘Degree Name MD E| If your degree is not in the list, select one
' of the “Other Degree” options.
Other Degree If you do not expect to complete this
"Crahus & Completed in 12/2000 MY degree, leave the date blank.
In Progress, MM
expected
Length of program in progress | Select B
*Institution Somecther University
If the institution ks outside the US,
enter the city and country where it is located:
Is this your terminal degree? &
Area of Study
Primary Public Health
Secondary
June 1997 BA in Psychology K cor B oeeme
Madeup College

7.3.3 Deleting a Degree

You can remove a degree from your personal profile by using the Delete Degree feature. Use this
information if you do not want the degree information listed in your profile; deleting a degree
permanently removes the information. If you accidentally remove this information, you will need to
re-add it.

To delete a degree:
1. Select the Delete link next to the degree being removed.

The Delete Degree box displays.
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2. Select the Delete Degree button.

The degree information is permanently removed from your profile.

Your degrees Add a Degree

Date Completed Degree and Institution Action
June 2003 f-—lD |.r| d EDIT
Sarmple University

Delete Degree

Do you really wish to delete the degree above? Your changes will be permanent when
you save this profile, although you can always re-add it later,

‘ Delete Degree | Cancel

MD B eom - DELETE

December 2000 ’ .
Someother University

7.4 Updating Your Post-Graduate Clinical Training
7.4.1 Adding Post-Graduate Clinical Training Information

If Post-Graduate Clinical Training Information is missing from the list, you can add a new one
using the Add Post-Graduate Clinical Training Information button in the Education
component of the Personal Profile.

To add Post-Graduate Clinical Training Information:
1. Select the Add Post-Graduate Clinical Training Information button for your Clinical
Training.
The Edit Post-Graduate Clinical Training box displays.
2. Update the following fields:

o Area of Post-Graduate Clinical Training
o Date Completed (or expected) in MM/YYYY format (required field)

3. Select the Add button.
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Your Post-Graduate Clinical Training Information

*Required

Edit Post-Graduate Clinical Training Information

Area of Post-Graduate Clinical Training |MIH main campus

‘Date Completed MY
{or expected)
Date Completed Area of Post-Graduate Clinical Training Action

7.4.2 Editing Post-Graduate Clinical Training Information

You can edit or delete existing Post-Graduate Clinical Training Information using the Edit and

Delete buttons.
To edit your Post-Graduate Clinical Training Information:
1. Select the Edit button for your Post-Graduate Clinical Training.

The Edit Post-Graduate Clinical Training Information box displays.

2. Update the following fields:
o Area of Post-Graduate Clinical Training Information

o Date Completed (or expected) in MM/YYYY format (required field)

3. Select the Update button.

Your Post-Graduate Clinical Training Information

Add Post-Graduate Clinical Training
Information

Date Completed Area of Post-Graduate Clinical Training Action

July 2000 Internal Medicine : DELETE

Edit Post-Graduate Clinical Training Information

"Required

Area of Post-Graduate Clinkcal Training  |NIH main campus

*Date Completed 072000 MM
(or expected)

T e

Education 56

August 22, 2017



Personal Profile Module User Guide

7.4.3 Deleting Post-Graduate Clinical Training Information

Y ou can remove Post-Graduate Clinical Training Information from your personal profile by using

the Delete Post-Graduate Clinical Training Information feature. Use this information if you do not

want the Post-Graduate Clinical Training Information listed in your profile; deleting Post-Graduate
Clinical Training Information permanently removes the information. If you accidentally remove

this information, you will need to re-add it.

To delete Post-Graduate Clinical Training Information:

1. Select the Delete link next to your Post-Graduate Clinical Training Information.

The Delete Post-Graduate Clinical Training Information box displays.

2. Select the Delete Post-Graduate Clinical Training Information button.

The Post-Graduate Clinical Training Information is permanently removed from your profile.

Your Post-Graduate Clinical Training Information

Add Post-Graduate Clinical Training
Information

Date Completed Area of Post-Graduate Clinical Training Action

July 2000 internal Madicine | a0

Delete Post-Graduate Clinical Training Information

Do you really wish to delete the clinicaltrmining information above? Your changes will be permanent when
you save this profile, although you can abways re-add it later.

Delete Post-Graduste Clinical Tmining Information Cancel

Education 57

August 22, 2017



Personal Profile Module User Guide

8 Reference Letters

If you have the PI role, you have access to the Reference Letters component of the Personal
Profile.

The Reference Letters component contains a list of all reference letters received by NIH on your
behalf . The information is read-only and cannot be changed.

NOTE: The Personal Profile does not provide access to the actual reference letters.

You can view the information in the Reference Letters component of the Personal Profile by:

« Selecting the Reference Letters link from the left side dashboard of the Personal Profile
Summary

« Selecting the View icon from the Reference Letters component tile header

The following read-only information displays for each letter received:

o Date Received
e Reference Letter From

e Supporting Application
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9 Publications

eRA Commons has partnered with the National Center for Biotechnology Information (NCBI) to
link NCBI's personal online tool, My NCBI, to Commons. My NCBI offers an online portal - My
Bibliography - for users to maintain and manage a list of all their authored works, such as journal

articles, manuscripts accepted for publication, books, and book chapters.
The Publications section of the personal profile provides links to the following:

o NIH Public Access website
o NIH Manuscript Submission System
« National Center for Biotechnology Information My NCBI tool

If you have the PI role, you have access to this component of the personal profile.

Click here for an image of the Publications block of the personal profile.
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